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THE BOOK OF BUSINESS ETIQUETTE.
Anonymous. Doubleday. Page A Co.

THE BOOK OF LETTERS. B> Mary Owens
Crowther. Doubleday. Page A Co.

BUSINESS LETTER PRACTICE. By John
B. Opdyke. i-aa. Pitman and Sons.

THE anonymous author of "The Book!
of Business Etiquette" says: "The
business man is the national hero

of America, as native to the soil and as

typical of the country as baseball or Broad-
way or big advertising." Our traditional
worship of the plain people and the difficultiesof pioneer life made us neglectful
of the social amenities. The author puts it
succinctly: "The Pilgrim Feather was too

busy learning how to bring a living from
the forbidding rocks of New England
with one hand while he fought off Indianswith the other to give much
time to tea parties and luncheons." Times
have changed. "Material progress has
raced so far ahead of mental and spiritualprogress that the world itself is a

good many years in advance of the people
ih it." Hence there is a greater need of
courtesy to-day than ever before. "Too
many people use sledge hammers when
tack hammers would do just as well."
The author g;ves us a tactful word of
advice for many specific situations which
arise in the modern business world, and
furnishes the general rules to guide us.

The most useful chapters deal with, "telephones."and with "traveling and selling."
The chapter on the "Business of Writing"
says: 'Legal phraseology should be restrictedto the profession to which it belong*It is perfectly possible to express
oneself clearly in the language of conversation(which is also the language of
business) without burying the meaning in
tire.^ome verbiage." A good summary of
the demands of courtesy is that. "No one
need ever apologize when he has done or
given his best."

In "The Book of Letters." Mrs. Crowther
firmly acknowledges that business is the
predominant gesture of this age. Nearly
half of her book deals directly with businessletters. She says: "Most of our lettersin these days relate to business affairs
or to social affairs tdiat. as far as personalityis concerned, might as well be business."Mrs Crowther quotes many ge-
niai letters ot famous men. However, she
ie rather averse to too pretentious a style.
She feels that there are limits to what
most of us can say In a letter. In particularshe scoffs at "sales letters that
would sell electric fans to Esquimaux or
ice skates to H.iwaiians." If there are such
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Lore Sharp. Houghton Mifflin Company.
BOOKS on social and economic questionscontinue to pour forth in unabatedprofusion.vigorous and
vitriolic challenges to the age. conservativediscourses on industrial relations, textbookson the sociology of town and cotinfcrvr\n a<UipnflAn«l rafow

treatises on trad# unionism and on RussianCommunism. All of these tendencies]
are exemplified in the various books under
review, which touch from many points of
view upon some of the outstanding social
problems of the day.

In some respects the most original^ and
therefore the most striking, volume te the
group is Henry E. Jackson's book entitled
"Robinson Crusoe, Social Engineer." Most
ef us are inclined to look upon "Robinson
Crusoe" as an absorbing and fabulous romancemore valuable for children than for
adults, but Mr. Jackson's startling thesis:
is that i' i not onlv a profound piece of
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ight in Business
letters. she believes them to be the outpouringsof genius and she says: "The
average letter writer, trying to be a

genius, deludes only himself.he just becomesqueer, he takes to unusual words,
constructions and arrangements. Mrs.
Crowther covers the subject of correspondencevery thoroughly She has also a

chapter on "Telegrams." which is the resultof very careful verification of forms
and practices. No necessary detail of
the subject of letter writing has escaped
her. She has written a valuable book for
general use.

John B. Opdyke is a high priest of the
cult of Big Business. He is the head of
the Business Letter Service. He has had
experience in conducting advertising cam-

paigns and in teaching. He has the con-

fidence of several large scale advertisers
who have been willing to assist him.
Joseph H. Appel, Roger W. Babson. Louis
H. Liggett and Charles H. Sabin have
contributed to a Symposium on Business
Letter Writing. Mr. Appel says: "Lamentedas a lost art, letter writing began
to come back into our lives with the advent
of stenography, the typewriter and the
multigraph. It came back in a new form,
as an aid to business. The very ease with
which letters are now written mechanicallymakes their contents mechanical.
In business organizations the job of writingletters is often given to any one who
can operate a typewriter.until the lettersbecome too bad: then the 1k>ss takes
a hand and he makes a worse mess of it."
Mr Opdyke's book tries to correct this

era in a constructive way. He does
much more than tell \vhat«to avoid. His
b<>ok is full of examples of the best modern
business letters. They show that the
business world is levying a contribution
from art ana 5:t-r cur- to further salesmanship.Modern business men seem to
quote frequently 'iom Longuins. Omar
Khayyam and Thoreau. Mr. Opdyke tries
to attain to Mr. I.out H. I.iggett's counsel
of perfection, which is th.it "Letters are

the person In print." There is much
Ringer in his own style. He says: "It Is
easy to say too little and thus harass.
It is easy to say too much, and thus confuse.If you use half an egg as a nest

egR, you tantalize the hen. If you use two

eggs, you make her suspicious. If you
use one. you are Just sufficiently comprehensivein your* plan to produce conclusionswith her." Mr Opdvke's book
contains a list of abbreviations, a business
letter lexicon, ;ind articles for study and
dictation. It is to be commended for
having a goad index.

)lems of the Day
work but that it offers the solution of
twentieth century ndustnil problems. At
first though one w uld be inclined to
scoff at such a view a.- worst' than ludicrous;yet the author makes his contentionit .''list i'i.iii-.i'inil establishes
an ingenuous yet genuine connection betweenthe conditions of Crusoe's island
and of present day America. For. in the
fact* of almost insuperable difficulties, Cru-
so.* su e. ,|. .1 because he was free and wan
u- -d onward by no external impulse: be-

.- n is s.t'i ii ri nt i-itl.ef fhftr

slavish. m<l had the -t unity to give
; e > a. In the iinwaythe of to-day may acconi
*h he m.:. in;;. > if tbey .if

v.- i.-^d from artifi.it] fetters; If the.r
dammed up nitum: lowers are given a
normal outlet; if the ni-'.hod of freedom
rither thin .re- ani-s general i\ <;
p!i< ihle in industry, and If each man is

i iu-J to take i v.tal interest in the'
terpr.se he .rves rather than to act as

a mere automaton.
A commoner method than the one erasedby Mr. Jarkt. u s th it of ..-torteai

111aiogy.the method whereby we attempt
;o arrive at an unuersnmd n; of the pre«-
ent through & study of the past. Such is
t hA (...lir.'O ni.Ml.aJ 1..- . 'I* .I . mm. ^.1 J
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» h'e book on "America a Family Mattor.Str in .-.»> tin- family m it:*>r
dealt with by the author s.-rms at first
.i-o have more to !o w.th 'tie t

Kcyptiana. tite Romai:> and the Gre^ vs
" >n w;' modern nice for the volume'
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is devoted primarily to a consideration of
the causes of intellectual degeneration in
the ancient world. The author reaches the
conclusion that the decline in intelligence
in each case was due to the mingling of
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races. and that, accordingly, present day
America must beware of diluting its racial
stock. However, in spite of all the exContinued
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" 'Peregrine's Progress' is written
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